
Employee completes a Parental Leave 
request Form

Employee sends Parental Leave Request 
Form to Line Manager and Head of 
School/Unit for authorisation and 

returned to relevant HR Team

Authorised?

If Head of School/Unit considers 
that employee’s absence is 
unduly disruptive, they can  

postpone the leave for no longer 
than 6 months after the 

beginning of the original parental 
leave request.

Any proposed 
postponement of leave is 
arranged in consultation 

with HR

Employee is given notice of 
the postponement at 
earliest opportunity
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Parental Leave Policy
Parental Leave Request Form
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HR Team confirms in writing the 
details of the parental leave to the 
employee within 5 working days of 

the application

Yes

No

Employee discusses their intention to 
take Parental leave with their line 

manager at the earliest opportunity

Employee gives as much notice 
as possible
Not less than 21 working days 
before the commencement of 
the leave
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